17 May 1945
TO:. A1l Division and Group lLeaders

FROM: C. D, Shane

SUBJECT: Military Personnel Procedures

In view of the recent changes in the Personnel Department,
an SED and WAC Personnel Office, Tech Area, bhas been cstablishcd. M/sgt
Bert C. McDonnell vill be in charge under the dircction of Major Palmer
and Mr. Shane. The following procodurcs have been established and will
remain stetic insofer as possiblc,

1. Al) rcaucsts for additional SED end FAC porsonncl will be for-
varded by Division Personncl Represcntotives in triplicate to Mr. fhanc's

office, as agrced upon in mecting held by Division Personncl officers 27 April.

2, Agsignment of now crrivels, STD end VAC, will be made from the

SED Personncl Office, Toch Arca, after processing (completing personnel data
forms, obtaining bodges, security talk, interview by Major Falmer).

3. Intor-Divisionnl transforg vill be arranged by the SED Porsonncl
Offico, Toch Aroe. Group trangfcers vwithin o Division may be erranged by
Division Pcrsonnel Represcntatives if the SED Personncl Office is notified,

4e Address 8ll routine Hemorandun concerning SED and VAC porsonncl
to tho SED Porsonncl Office, Toch Lree.

h. Employment and Payroll control slips should be forwarded
as shovm below on all militery persomnel (enlisted men end womon, and
officcrs, Army and Navy), which would include ncw omployccs, group trens-
fors, cnd torminatod cmployecs:
Ono (1) copy to Division Personncl Ropresontctive
Ono (1) copy to SED Forsonncl Office, Tech Arce

wle
VERIFIED UNCLASSIFIED
PUBLICLY RELEASABLE
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B. Monthly Group Persor ts will be submitted to tho
SED Personncl Office, Tech Arca, to include only military persomncl,
Monthly Group Porsormcl Keports including only civilian pcrsonnel will
be submittod to the Civilian Personnecl Office. This will supcerscde the past
practice of submitting persomncl reports inclusive of military and civilian
personnol to the civilian personnecl office., Scmi-monthly porsonnel roports
will not be necessary on civilian or military personnel,

5. SED promotion rccommendntionsg will include all rccommendations

from Group Leaders, as shown in tho past in three groups of urgency, and
will be submitted by the Division Personncl Representative to the SED
Porsonncl Office, Tcch Arca, not later then the 15th end not before the

10th of cvery3rd month as listed below:

15 June =~ To be effoctive 1 July
15 Sopt = To be effcetive 1 October

These rocommendations will inelude only men who have been om-
ployed in the Tech Arce up to the first of the month that rccommendntions
arc submitted,

Recommendetions for eny promotion above S/8gt (T/3) will be sub-
mitted direct to the SED Personncol Office, Tcch Lroa ot such times as thoy
are invited. No such promotions will be mrdo without thc prior issusnce to
all divisions of invitatiéns to mrke rccommendotions.,
| In the future all recommendetions for promotions of Privates will
be to Private First Class. Promotion to T/5 will be automatic cffoctive

the first of tho following month,

6. WAC promotion rocommendstions will be submitted bi-monthly in

duplicete by the Division Personnol Representative to the SED Porsonncl

Office, Tech Arca, and should include rececommendations of Group Leaders in
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order of urgoncy. Recommendstions should be in the SED Personnel Office
not later than 1 July, 1 Scptember, ctc.

7. Classificctions (tochnician, scientist, muchinist, ote.) will

be handled os in the past. MNen will be classified after they have been
cnployed, cither by memo from the Group Lecder or contact from the SED
Personncl Offices Tech Lrea,

Request for reelessification entitling an individual to rhite

bedge privileges should be prepered on forms used for rcclessification of
civilion cmployccs:
1 Copy to Division Porsonncl Reprcscntative

2 Copiecs to SED Personnocl Office, Tech irce

C. D, Shanc





